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Progress Notes- How to Find and View Progress Notes in Avatar 

 

 

 

                                                                                                                                    

 

 

 

 

 

 

 

There are several options available to access and view Progress Notes in Avatar.  Depending on your need, 

use one of the 4 options below for note access. 

A. Use the Progress Notes widget for quick, easy access of all progress note records for a client.  You can 

filter your view for a particular Note Type or specify the ‘Previous number of days’ in which you want 

see notes.  From the client’s chart (Chart View): 

1. Use the dropdown menu under ‘Selection’ to filter by Note Type. 

2. The Progress Notes Widget defaults to display notes submitted in the past 30 days. To view 

older notes (Previous X days) enter the # of days and click ‘Tab’.  Use the scroll bar to find 

older notes. 

      

 

B. If you know which form was used to create the note (Individual, Crisis, or Transcriber) it may be 

helpful to filter notes to just a particular form and episode by using the form links in the client’s chart.  

NOTE- this option may provide a limited view of client notes since results will display only notes 

entered in the selected progress note form (either Individual, or Crisis, or Transcribed) .  To view 

Progress Notes of the form selected that were submitted in the last 365 days: 

 

1. Select the form by clicking the link to the form on the left-hand side of the chart. 

2. Select the appropriate tab for the Episode of Care as needed. 

3. Use any of the various filters (i.e., Note Type, Entry Person, Service Program) to narrow search 

results.  Click on the drop-down menu on each filter to select your sort. 
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C. To generate a report of all Progress Notes by episode, click on the View Progress Note link in the 

‘Client Views’ section of forms on the left-hand side of the chart.  Select the appropriate episode of 

care and click ‘Launch Client View’. 

 

      
 

A Progress Notes Report is generated for the specific episode selected. 
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D. For staff who have access to one of the new workflow consoles there is a fourth option to view 

Progress Notes.  The Progress Notes NEW widget provides advanced searching and sorting.  From 

your Home View Console (i.e., Crisis, IP Social Work, Psychology): 

1. Locate the ‘Progress Notes NEW’ widget. 

2. In the Episode selection, select a specific episode to see notes associated to the episode or ‘All 

Episodes’ to see up to 150 of the most recent progress notes across episodes.   

3. Click on the small arrow in the corner that is pointing up and to the right to undock the 

widget.  After undocking, double-click in the gray space at the top (or use the maximize 

button) to expand the widget for full screen viewing. 

   

 

Note details are displayed on the widget.   

1. Use the filters at the top of the widget (i.e., Program, Clinician) to sort notes as needed.  Unlike the 

dropdown filters described in section B., start typing in a column header and  filter the notes by the 

sort. Click on another column to sort alphabetically.  You can even search for key words using the 

Note column.   

2. To redock the widget back into the console view, click the re-dock arrow in the corner that is pointing 

down and to the left. If you don’t re-dock the widget it will remain outside of Avatar even if you log 

out and log back in. 

 

 

 


